Individual Yearbook Assignments
1. Each student will be assigned one or two tasks.

2. These tasks are to be performed in a timely, regular fashion without fail as soon as each student has received instruction and training as to the responsibilities of each job. Please inquire as to your responsibilities.
3. If a student is absent, it is that student's responsibility to find a substitute and give instruction about task requirements.
Class Functions Facilitators (work with Editors-in-chief) –4 people
Treasurer – 4 (two in each hour)
· collects receipts and money during book sales

· records class sales
· copies checks

· makes deposits at Central Office
Publicity (book sales, senior pictures/ ads due dates, fundraisers, etc) – 7 people
Posters and Flyers – 4 (two in each hour)
· Creates posters and flyers to advertise yearbook information

· Posts all information and removes outdated posters

Weekly P.A. Announcements – 1 
· Submits announcements regarding yearbook information to the main office for east and west campus

Showcase Designer – 2 people in same class
· Gathers information from class announcements and publicity crew to post online on yearbook website
Books Sales (Work with Managing Editor) – 11 people
Sales receipts/order forms organizer – 2

· In September and periodically before January, sort and file order forms and receipts alphabetically

Book sales accuracy checker – 2 

· compare receipts of all yearbook sales to sales that are recorded on yearbook avenue to check for name spellings, correctness of items ordered, missing orders, and orders that haven’t been entered on the computer

Personalized books name checker -1

· Checks the name spellings of personalized receipts with those entered online

Hot Hotter Hottest Sales Target List – 6
· Sends postcards home weekly to 5 students who appear in the book 3 times to remind them to purchase a book.

· After January sales are complete, tracks book sales and targets students who appear in yearbook but have not purchased one. Send postcard reminders in school to those who can still purchase a book.
Information Gathering (Work with Design Editors) – 7 people
Headline Notebook – 2 (one in each hour)
· Gathers 2 headlines weekly from class members

· Pastes them in notebook in sections (student life, sports, academics, etc)

What’s Happening Notebook – 2 (one in each hour)
· Collects and organizes “what’s happening” articles in a notebook to be used by the class to generate theme ideas.
Sports and Club Sports pictures – 2
· Obtains a list of all three seasons of sports

· Verifies receipt of team photos on a checklist

· Reminds yearbook students and coaches to acquire pictures

· Ensures that team members are properly identified on time

· Ensures that team photos are in directory folders on computer

Sports and Club Sports records – 1
· Gathers final win/loss information for all three seasons of sports from athletic office, coaches as seasons end
Indexing and Directories (Work with Editors-in-chief) – 24 people
Adult staff index – 2
· Creates a list of all adults working at both campuses

· Provides correct title (Mrs. or Ms), name spelling, and job title

· Teachers, Secretaries, Aides, Cafeteria Staff, Custodians, Hall Monitors, Administrators, Coaches

· Records page numbers that adults appear on in index

Student index (from corrected proof pages) – 6
· Uses printouts from corrected proofs pages to index all students

Club Group Photos Indexing - 6  

· Types and spell-checks names from Club Group Picture Photo Day (in January)
Dead list coordinator – 4 

· Coordinates with adult and student index workers to determine who should not be used on future pages

· makes weekly announcements and keeps an updated list
Senior Picture Captain – 2
· alphabetizes pictures of students who have turned in photos

· highlights names in senior notebook of students who have turned in a photo

Senior Signature Captain – 2
· Alphabetizes index cards with senior signatures

· Ensures that signatures are in black, fine tip felt ink

· Keeps track of needed signatures and delegates their acquisition

· Signatures not needed for students without a photo

Senior picture courtesy letters (Must be done on time!) – 2
· Delivers letters to seniors upon receipt of their picture

· Delivers letters to students who have not turned in photos the day after the first deadline with information about the late deadline
